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VACANCY ANNOUNCEMENT Closing Date ¢
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1.ETE 4 Job title ( Fi#k Grade 3 /BFFHRLAD _2) S5 AH 4. & EH Arca of Consideration
No. of Recruitment |Z| IH MLC/IHA ,ﬁt%é ('&BB?EW)
Clerk #50 (E%%H‘gﬁ) Current MLC/IHA Employee within Activity
14 [X] 1 MLC/IHA % B(EHEM)
& $}%% D ?ﬁﬁﬁ% |:| {%2‘?% |:| E%ﬁ% Current MLC/IHA En‘lployze in commuting distance
Administrative  Blue Collar Trade Security Medical L] HRMLCHA RER(REBXRE)
2.8BB% Activity Current MLC/IHA Employee Japan Wide

X 4+ &B Off Base Applicant

Commander Fleet Activities, Yokosuka
Moral Welfare Recreation Department, Community Activities Division,
Ikego Community Activities.

5.BE A MF&%E Type of Employment

MLC
En#%15mA Working Place: 3@ F 11 M1 FAEE X Ikego Housing area, Zushi % THA
3.Eh#5HERT Work Schedule (38_40 BERH] hrww ) X & A Permanent

£)75 8 Work Days Mon-Fri
#7585 - Work Hours 8 hours/day between 0930-1830  {AZ8 Recess: 1 hour
[ & &) Night Shift X 7% % Overtime [] H53E Business Travel

[ ] BRZE Limited Term ( __# A Months)

6.1 MR Duties

Performs general clerical/receptionist duties such as answering telephone, filing, distributing mail, receiving and directing
persons who call or visit, providing customers with information on upcoming events and programs, etc.

Types a variety of routine material regularly used in day to day operation, such as daily correspondence, daily/monthly
reports, memos, purchase orders, invoices, mailing lists, procurement contracts, directives, etc.

Cashes payroll checks, personal checks, government checks, traveler’s checks, and money orders for authorized patrons,
assuring that proper identification is provided. Checks names against "bad check" list and/or social security number before
processing the payment of personal checks.

Receives, counts, and verifies monies received with daily cash reports for accuracy. Prepares coversheet by register, amount
and register number with Daily Cash Report, as required.

Assists with the organization, promotion, and implementation of a number of community events and programs.

Related or incidental duties as assigned

7.EBE N BASEH Qualification/Physical Requirements

a. One year of general work experience. If applicant does not have such work experience, completion of 2-years junior
college/2-years of technical school or 4-years degree in any field may qualify him/her at 1-3 level.

b. Knowledge of customer service concepts and practices.

c¢. Skill in operating personal computer such as MS Word, Excel and Outlook.

d. Ability to perform general clerical duties.

e. Ability to prepare and maintain detailed records such as sales records, etc.

f. Ability to speak, read and write English at average proficiency level (LAD-2).

* A handicapped applicant may be accepted, depending upon the degree and kind of disability.

B EE 71 English Language Proficiency : [ |#Z 7% L None []#)#k Basic XH#} Intermediate [ ]_E#% Advanced []4%EXMHEJI Exceptional

2FFE Educational Background : N/A | FREFEE & T &L License/Certificate Required : N/A

B

= L :
8.12Hi9 % 4 M Application and Associated Documents Working Condition




*IX] 22 & s 3= FA#E Application for Vacancy Announcement

*[ ] PR FEAREE Resume of Specialized Work Experience

*MEBAlL Complete * in [ ] HAFET Japanese [X] HIET English [ |€5 5 T34 Either

] EERREFILDE L Copy of Driver's License

L1 TEL SEBHEDE L Copy of Certificate

X EEDREHZEBAT % HDDE L Certificate of English Proficiency (Copy)

X80 AUIF 8T L. BHEEOBERES I KL ZEVRIEMAHE (12cmx 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BAEEZEUNDOAIEL, SFEANEZRIER U/ SR KR— /ZEEED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy

9. EEHFRESL Office to Submit

W& (B MLCIHAfERE) &5 GEfEREB) TR, REENSEBEVFET ., LREVERBVEEMEAOROE,  BX/4R
HLTTEW, BEEMUIBRE, Office to submit is different for Current MLC/IHA Employees versus Off Base
Applicants. Please ensure to submit required application documents to the right office. Applications must be received by
the closing date of the Vacancy Announcement:

1. NEP (] MLC/THA €% 58) 2% Current MLC/IHA Employees must submit to:
T238-0001 #ZE)I|EHEBETART 1 Fih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEEWBEEREMBARAERZE (N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
#R/Extension 243-8152 JN Employment Division (N132)

R IE Y E 4 Office/POC: #EH/T# Ms. Yokota/ Ms. Shimose, EE (DSN) 243-3201.

2. 5\&8 (JEfEEE) 125 Off Base Applicants must submit to:

T238-0011 I RAEBEE T RAEE 1-6 HEEIL4FE  T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
ObEBEEFHEBEFETEMEHEEEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—(R Management Section

EEE S Phone  046-828-6959

ZtEERE - ARE—EME, 0830-1730 (HADE B FER ) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) *
ERFHZEOCEMIEIZELICEBULEHLE T LY, Please contact LMO/IAA for questions on conditions of employment.

EFNER For Official Use

PD No.: CFAY-6361-001 | PD is accurate and current. Certified by Activity: ky | HRO: kw 1/26 yk 1/26

EEEZmEZLTVWEWNEE EEZDOXRRIZEY £ A, Incomplete applications will not be considered.
RESNF-IGEEFREIEHBIR L LEFHEA Submitted applications will not be returned.



